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Getting Started 

Loans can be locked:  

¶ Monday ς Thursday from 10 a.m. to 8 p.m. 

¶ Friday from 10:00 a.m. until 5:00 p.m.  

 
Loans cannot be locked:  

¶ From 8:00 p.m. Monday ς Thursday until rates are posted by 10:00 a.m. the following 
business day 

¶ From 5:00 p.m. Friday until rates are posted by 10:00 a.m. the following business day 

¶ From 5:00 p.m. on the weekday prior to an Agency holiday until rates are posted by 10:00 
a.m. the following business day 
 

Silverlight 
Silverlight is a άplug-ƛƴέ ŦƻǊ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊ ŀƴŘ ƛǎ required to use the Loan Commitment System. A 

best practice is to clear your Silverlight cache once a day before registering your loan in the 

Commitment System. Use the following steps to complete this process: 

1. Click on the Start menu of your Windows Desktop and use the search function to locate the 

Silverlight program (shown in both screenshots): 

 

 

                               

2. The Microsoft Silverlight Configuration Window will appear. Click on Application Storage tab. 
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3. Click on Delete all then click OK. 

 

4. A confirmation box will appear, asking if you would like to remove storage for all Web sites.  

Click Yes. 

 

5. Launch the Minnesota Housing Loan Commitment System.

https://mhfa.mortgagecadence.com/Orchestrator/
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6. Click Yes ŦƻǊ ά5ƻ ȅƻǳ ǿŀƴǘ ǘƻ ƛƴŎǊŜŀǎŜ ŀǾŀƛƭŀōƭŜ ǎǘƻǊŀƎŜΚέ. 
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Uploading a Fannie Mae 1003  
You have two ways to enter a loan in the Commitment System. Uploading the 1003 will populate most 

fields in the Commitment System, but you should review the fields before locking to make sure the 

information uploaded correctly. 

Note: The Commitment System only works in Internet Explorer  

1. Click on the Import icon. 

 

2. The Import Loan pop up window will appear. Click the File Type drop down and select FNMA. 
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3. Click Browse.  

 

4. Locate the 1003 you want to import.  

Note: Keep the file type as FNMA Import/Export (.fnm). The system only accepts .fnm 

extensions.  

 

5. Click Open. 

¶ Complete the remaining fields: 

o Loan Status (Select Registered) 

o Client/Lender (Select your company) 

o Channel (will automatically be selected based on your company) 

o Operations Center (Select Correspondent Ops Center) 
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6. Click OK. 

See Example of filled-in Import Loan Screen below:  

 

 

7. After clicking OK the system will import the file. 
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8. After the 1003 has been successfully uploaded you will be brought to the Loan Summary ς 

Homeownership Screen. You will now have a Minnesota Housing Loan number to reference.  

 

9. Complete the application by clicking on the ellipsis (Χ). This launches the Product and Pricing 

Wizard. 
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10. Start by selecting the Loan OfficerΩs name from the drop down. Then go through each section by 
using the Next button to complete the following sections: Borrower Information, Demographic, 
and Property & Loan Information. όLŦ ȅƻǳΩǊŜ ǳƴŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ Back and Next buttons please 
ŀŘƧǳǎǘ ȅƻǳǊ άȊƻƻƳέ ƻƴ LƴǘŜǊƴŜǘ EȄǇƭƻǊŜǊΦ ¢Ƙƛǎ Ƴŀȅ ōŜ ƴŜŎŜǎǎŀǊȅ ƛŦ ȅƻǳΩǊŜ ǳǎƛƴƎ ŀ laptop.) 
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New Loan Setup (Manual Loan Entry) 

Note: Follow these steps if you prefer to enter all fields into aƛƴƴŜǎƻǘŀ IƻǳǎƛƴƎΩǎ [ƻŀƴ /ƻƳƳƛǘƳŜƴǘ 

System manually (not using the 1003 upload). 

1. Click on the New icon in the upper left corner. 

 

2. Click on the New Loan icon. 
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3. The Products and Pricing Wizard (...) will open. Client Selection is the first screen in the Wizard. 

Be sure the fields are complete: 

o Channel - Select Home Ownership 

o Op Center - Select Correspondent Ops Center 

o Select the Loan Officer from the drop down list. 

¶ If the Loan Officer is not listed in the drop down box, contact your Web 

Administrator 

o Lender Loan Number is an optional field 

 

 
 

¶ Go through each section by using the Next button to complete the following sections: 

Borrower Information, Demographic, and Property & Loan Information.  
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Borrower Information 
 

 
 

1. Complete the fields on the screen. You must use the scroll bar to scroll down to enter the 

household size, income and ratios. 

 

 
¶ Required fields in this section are: 

o Borrower First Name 

o Borrower Last Name 

o Borrower SSN 

o Marital Status 

o First Time Home Buyer status 

o Will Occupy Subject Property 

o Date of Birth 

o Credit Score 

o Calculated Annual Minnesota 

Housing Eligibility Income (for Start 

Up Loans, we recommend using the 

Program Eligibility Income 

Worksheet; linked in the field title) 

o Monthly Qualifying (1003) Income 

o Household Size 

o Housing Ratio & DTI 

o AUS 

http://www.mnhousing.gov/get/MHFA_1016263
http://www.mnhousing.gov/get/MHFA_1016263
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Tip: When entering dates on the screen, use the right arrow or /  on your keyboard to avoid using the 

mouse. 

2.  If there is a cosigner for the loan, place a check in the checkbox and continue. If checked this 

will populate an additional field in the menu. 
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Demographic Information 

 
 

1. Demographic Information is the next screen. All fields in this screen are required (Ethnicity, Sex 

& Race). 

¶ This screen requires scrolling up/down, as well as left/right to navigate.   

¶ Once all fields are completed, select Next to move to the next screen. 

 

 
 

¶ If the cosigner box was selected on the Borrower Information screen, the Next button will 

take you to the cosigner screen. 

¶ If there is no cosigner, the Next button will take you to the Property & Loan Information 

screen. 
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2. Enter the Cosigner information, if applicable.  

 

3. Select Next to navigate to the next screen: Property & Loan Information ς Homeownership.
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Property & Loan Information ς Homeownership 
 

 
 

1. Fill in all applicable fields. Required fields under Property & Loan Information are: 

¶ Property Street 

¶ Property City  

¶ Zip Code 

¶ County 

¶ State 

¶ Property Type 

¶ Number of Units 

¶ Acquisition Cost (purchase price) 

¶ Property Value 

¶ Year Built 

¶ Construction type 

¶ Estate Will be Held in 

 

 
 

Please note: 

¶ Legal description cannot exceed 75 characters   

¶ Property City - narrow the search by typing in the first letters of the city. 

¶ If doing a Step Up Refinance, the purchase price field must be left blank. 

¶ Census Tract and Targeted/Non-Targeted fields: These fields will populate AFTER the loan is 

locked. Prior to lock status the fields will be άƎǊŀȅŜŘ-ƻǳǘέ ŀƴŘ ǳƴŀǾŀƛƭŀōƭŜ ŦƻǊ Ƴŀƴǳŀƭ ǳǇŘŀǘŜΦ  
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2. Requried Fields under Loan Information are: 

¶ Loan Amount 

¶ Purpose Type 

¶ Minnesota Housing UPMI Option (typically the answer is No)  

¶ FHA Case Number (if FHA) ς if you do not yet have this, enter 0 

¶ Grant Amount (For Freddie Mac loans only; do not enter second mortgage funds in this 

section)  

¶ Program (Select Start Up or Step Up) 

¶ Mortgage Type (Conventional, FHA, VA, USDA/Rural Housing Service) 

 

¶ After filling in the loan information fields, a pop-up box will appear reminding you to 

indicate whether or not the transaction will include a Downpayment and Closing Cost Loan. 

 

 

 

 

 

 

 

 




























































